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xEstabllehing and Maintaining a Writing 
Center in the Junior or Community College ' 



\ 



It is clear that tha writing canter is rapidly becoming a^Mmportant '\\\\ 



facet of almost every univar si ty arid college. The field of il^ritS|rig^^t^ 



dperation' has l^ft the Stage of infancy i we now have a news let tei^ and !^ 



journal devoted exclusively to writing center operation; regional' c^onferences \ \\ n 

and profesalonal organizations are growingi and publishers are beginning ^ t^^^ \ 

produce books related to writing centMs, But- the writing lab is^ nd Ronger. 

- . . . \\, ...^ 

a university phenomenbni junior and community colleges are^ establishing \ ^ 

' ' - : . ■: . : ' . . - '■ ' V ''■■^^^^■'•|\ ■ ^ V 

centars, and they report a high degree of success* Although quite a f^w j 

L^r ' ■ "H' - ^ ^ — . / _ ■ \ 

factors militate against establishing a writing center in the Junior or v 

: : ■■ : ■ ^ X. . ■ ^ ' (\ \ 

community college^ a determined and creative faculty member c%n over^c.ome^^ " - 
these pbstacles.- There are slKteen areas pertinent to establishing a-cen|^^^ 



on your campus, and I shall discuss each one sepi 
of course inte^-related, ' '/ 



pktafiily J 



th 



ough they are. ^\ 



SELLING THE IDEA; 



Before beginning your project, it is desirable^to obtain the support ^ 
of your .department and the administration* This involves selling the' "idea" - i 



of a writing center. You would think that it is easy tp convince the members 
of your own department that a center Is necessary or even feasible, but the 
toount of ''initial opposition to your pro ject^ can be aurprislng. " Part of this 
oppoal^;lon n^y arise from the fact that centeta are commonly assoGiated with 
remediation, anti a f ear on the part- of soma, instructors 'that it jnight appear 
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^ \ ' that .thfey We V failing at their Jobs if a center is estalU-lshed. "If such 

\ 'eent'^enlN^^^^ you may want to point out tO':;you^ colleaguas that, a 

* ' \ ^ r ^\ ' ^ ' ^ 

\ G^utar^^^ptu^ll^ a^^^ their jobs easief by assuring that students are ^ 
V^^f; =^ i^itl^ at higher * levels of proficiency than they would otherwise, = \ 
^^'.^ 'V^^ You will need to convince both your chairperson and your colleagues 
that the center is an effective instrument in countering the so-callad 
"literacy crisis" that we hear so much about. In fact, you can argue- that ^ \ 

' , \ ^ ' ■ ~ 

V - the coraounity college ttekds ^ a center more than a four-year college does . ^ 
\ because the Junior or community 'college Bometimes. attracts students with , / 

low competency levels who were, unable to attend the university because of 



these levels. Because your college's admissions is probably .based on open 
enrollment^ the potential for attracting students with low. competency levels 
V ^ is great. You might even argue that it l5 the duty of the conmunlty college 



to offer this' service in order to be JuW^ responsive to the needs of all \ 

"'\\^^ students. \- ' -^^y v- ^- ^ ■ 

' ' V\\ \ In fact, this is exactly the line of reasoning Iv would use ii^ trying; 

\ to convince the administratiom Since your collfege is^ specif Ifcally seryi 

A ^ ; ■ : ■ ■ : - : ^-A; _• . ■ ,, ' • 

oriented j it is easy to argue that a center is a necessary part of the essen- 

' \\^^ ^ ' ' • ■ ; ^- • A \ : ^ A: V '■y.:_: , ^ \ 

Jtial service you offer to the public* You might point out to administrators 

* ' ^ . ^ ^ . '' •. ■ ^ 

.\ that istablishing a center is a concrete step and shows legislators and 

taw^yers' that' the school is doing something about literacy. Also convincing 

\ to Wministrators We statistic? from other colleges indicating the rata of 

A A A-v " \ \ A ; ■ ; ^ 

■\ student iise of centers each semester. Some administrators are not even 
A ' aware that such centers exist. Offering them information about canters, in ; 
A other coilegess especially junior colleges ^ can be just the step necessary ^ 

to convince^ttiOT* ' 

If you believe that you will meet intense resistance from your department 
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............ V- ■ ...... ., .-.^ ^ '\-:-' ■■ \ \. ■ .-. ■- - ■■ . 

ana the administration, j^ou-mlght consider' first' pteparlng a formal feasl- 

bllity repor^t* ^yone who teaches technical writing ought to be quite 

famili:afevtgrlth\ this type ;&f Report • It is simply a formal persuasive p^per. 

arguing 'for the Implem^tatiba of your project. Ihe feasibility report 

' \ \ \ ^ ' \ ^ ' 

should be based von as much factual InforTnat ion as 'pDSslblfi projected cost , 



\ ■ : •.• ■ v-,-^ \: ' ■ •■ - • ; ■"- ^ \ ^ .- ■ ... . . ... . ■ .... ^. ^ , , 

funding sources s physical location.. ;You should include alternatives when 
possible: funds can come either from or z. In ot^^h^r words* you\caii, 

- - ^ \ . - - \ . \ _ ^ 

construct^ your projected center ■ on paper >and then bring this to your chair- 
person and deep ^and say, "See, It 3n t^^!^?^ 
persuasive and professional manner of proceeding. \ 

Finally^ if all this seems to fall^ you might ^simply\, creat#. .a center 
independently and see if the admlnlstratiqn will accept the - falt*^ .accompli > : 
There is a legend about Norman Holland from State University of New Yo^k 

at Buffalo. I do not know how true It lSs ;but '^the Idea >ls what 'counts* 

^ -' ■ ^ -.^ ' \ . ^ ■ ' .^^^ \ ■ ■ ^"^V-^^ ; \ ' 

Hotland supposedly. wanted to establish the Center^ f or th# Psychological^ 

Study of the Arts* And he did. He pirated a classrooms contacted the sign 

shop and hadv^meone p^ a' sign which teadg i Centei\f or , the Psychological 

Study of the Arfrf , And that was that| his center wai. eatab you 

do something simlikr and are willing to spend the extra t^me without \ > 

compensation^ you might be able to show everyone after a semester how 

■ ;\ .■ : %^ ' ' y ■ ^ ■ \ ■ . ' . ' - \ . ^- ■ 

sucaessipl the center really can be^^ and thereby convince them to support 

you, . ;y-x " ' . 'vv, \- . ' ' * ^ ■ ■ ■■ \ ■ • ' X- ' ' \ 

FUNDING S "" . / / , \r . ' \ • 

Obtaining funding is perhaps theWost crucial element In selling thi^ 
idea of a center and in continuing to operate once it ^is established, \ 



Thata ara two funding sourcaai'^^tkrnar ^ctVlntiarnal. r Locating >^ 

ide of the college cOTraaunity ti not Impoeslble, -^.^^^ 
likely in. the new conservative political climate. Usually, external fun'ddng 
takes the form of a grant and is a ona-^tlme^ allotment. It is important^ % 
not Eo rely on mterrtal sources for continual funding, but grants can > v ' 
proving the initial investment necessary to establish^ the center* External^ 
fundiiftgA"c4n be \industrial5 state-widej or national* , 

CorpWations and large businesses will occasionally award grants to 
educational ptoj acts that show a clear need. A corporation will base it^s , ^ 
decision on ^ "grant proposal," which ydu need to devise. If your school ^ 
operates a Grants Off ice, the personnel there will assist^ you in de^^lsing 
proposals for all external sources* You might target. the most likely -'^ 
businesses rathervvthan sending out proposals blindly | telephpne calls can 
help you decide wh^^h institutions are likely to accept your proposal. ; ; 
I You can also try^state=wlde funding agencies, which Includf coimun-^ ^ * 
Ity organizations , and ^in^owments admlri banks. 
According to Dr* Peggy Jolly from the University of Alabama at Birmingham, 
"The twoVmost popular and successful state agencies that fund requests 
for Writing Centers £lh Alabama] are the AlabOTa Conunlttee f or the Human^ ' 
ities and Public Policy and the Arts EndoOTent for the Gulf States* The . 
first is/dlredted by Walter Cok (Blrmlng|iam Southern College, Birmingham, : 
35^4); and: the second by Robert Hollister^P, Q, 543416^ Atlatita, 30308) * 
Both 'agencies require specific proposals * burets, and justification, ' 
but both have a good record for providing support.^ Guidelines fpr these 
agencies can be requested; from their dl^ctors" ("Funding a Writing Center, 
paper presented at the Southeastern Wrltlng^Center Confetence, Tuscaloosa, 

■ ' ' ^ ,■ . ' ' ' ' ' ■ • .: 

Alabama), ^ ' ^ 1 , * 
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^ rihallyj you might alao try federal agenGles. Dr. Jolly sugf$ets th^t 
• "d^r^entlyJ one of the most popular agencies for fMnding Writing Gentera 
is. the^ S^ppprtxf or Developing Institutions Project (SDIR) of Titlev III 
in the Department of Education* Several schooliVin Alabama arereoelvlng 

^ . \ . - ^ - ■ ■ - ■■■■ : \ ; . 

funds from this program* including UAB which has Been grmted $450V00p \\ 

^ ■ - ■ . ■ ^ ' ■ ■ ^- . ■] , - - ^ V;' ^ \- i 

oveir th^ past two years'V (Ibid) * Although it is possible to obtain V f 
grdnte from external sources such as these ^ it is important to rieinember • 
that% yo^i c^not-rely on them for continued support* , 

More reliable than external sources are Interftals from within the 
college community. Again, the best method of proceedl^g\is to devisfe a 
feasibility report befc>re - you approach the administration this is akin to ; 
the grant proposal iti eKternal funding. There are two fintei,rnal souraes! 
your supporting departitterit Ib) , and the college adminlstra,tlon,* Departmental 
funding is perhaps the most secure form of funding beca^use qnc^ your ceh i 
is established 5 the department is likely to support its continHe4 eKiarenca 
mora than the administration is; buraaucrats and ieglslators are al^ayf ; .. 
searching for so called "non-assential programs i" and so they are more like- 
ly to questipn your need to survive if they are the one i who. fund your "y 
center, Onqa your, center has bean created by soma initial Investmantp 
you really will not drai^ too much money from your department's funds. 
It is the initial investment, than, that is the post Important. Perhaps 
thfe most desirable situation is to procure an initial investment ©ctarn&lly 
or frofm tjie geharal administrative fund of your school, and to be funded 
annually byxyour departments with occasional grants of "soft money"" from 
the admlhistratiqni 



»*..*^w^^tiqn* 



/Stocking the center, with adequatjs materials is dependant upon your 



level et fuhSing. ; You must have several tables ^- round ones if possible. 
Many camter directors agree that round tables are better, than square or 
vrectanguiar: oiies bacause^they sit close to the student 

or students rather than:. opposite them. The round tables facilitate the 
tu^r's job and add tb a more relaxed 4tmpephere, Often you can obtain this 




iteia 3^0Bn places within the collegej such as the library^ or cafeteria " 
if you have onie. Perhaps you can convince the library or cafe director 
to donate three or four tables, Obviouslys chairs are equally important.' 
It is probably best to avoid the wooden straight-back chair, and to opt 
for the molded-plastlc cafeteria chair instead, or a cushioned chair Ideally 
I suggesf^these particular types of chairs and -tables because it is imp or ^ 
tant that students are made as physically^comfortable as possible, especial^ 
ly sirice many will feel uncomfortable about attariding the center in the 
first. place. It is also necessary that your center have adequate lighting. 

These three items — tables , cJiairs, adequate lighting " are the 
bottom line as far as materials* If you are under great financial pres^ 
surej it is possible to survive though barely, with these few items | but' 
there are seviral other materials you should try to ' obtain. A blackboard 
Is immensely helpful in the center; we have five in ours. One or more 
bookshelves are handy because you probably will begin to collect resources i 
booksj tests, exercises. (We have five, large units,) A standard=si^e 
"desk for a receptionist is useful. This desk can be situated Just inside 
the d'oorway and can^'be used for making student appointments, schedules ^ and 
Isign-ins. A filing cabinet is a great convenience because you will' need 
somewhere to store student files and copies of diagnostic exams. You can 
definitely get by with a two^drawer model if you need to| and if you 



have monetary probiems, one of those large cardboard one-drawer models will 
suffice/ 

A few other item' that you. ahould try to obtain buty^hich might be con- 
aider ed ''luxuries s are a wall clocks a telephone, and some desk supplies r a 
Stapler, scissors , etc. The clock Is important when you have an^ appoii¥tmeiit'- 
system and many students| the telephone enables studerits to call and make 
or cancel appointments. 



Perhaps the most directly useful material^ are the diagnostic and com- * 
petence exams ^ and a collection of compositiori and English texts* You can 
accumulate a mini library of resources In, your center by acquiring complimen= 
^tary copies of recent te^rta from publishers and by soliciting from your col- 
leagues all the old texts lying around their offices untouched. These books 
contain chapters and exercises that you can direct students to as a supplement 
to ^your l^ividualized instruction. They also can. be used as reference material 
for your tutors. You can use the ditgnostic and mastery exams for diagnosing - 
problem areas when the s.tudent first comes to the center , and for deternjinlng 
whether the student Has mastered those areas after instruction. You can use 

r 

"before" and "after*- test scores not only to determine student progress ^ but 

also to show administrators that the center itself is effective. You can do 

this by recording all before and after scores of all tests and by calculating 

rough mean scores at the seE^ester's endi "Students exhibiting problems in ' 

certain areas averaged 60% on diagnostic exams and 95% on exit mastery exams 

this semester." You can also use these tests as practice exams. It is easy.-, 

' ■■ * ■ ^ ' . .. ' 

to construct diagnostic, practicej and mastery ixams from composition workbooks, 

or .to' devise them yourself . - 

'LOCATING A PHYSICAL CENTER i ^ ; , 

• ' • . ^ ■ ■ ■ ■■ ■■ 

Locating a physical center can be frustrating, especially if you are ^ 



restricted mDnetarlly. As withVthe other' topics 1 have discussed, locatirig 
a cencar will depend on- the amount of support— -both moral and financial-^ ^ 
that you receive from the administration* The ideal center would be a new,^^ 
or renovated building, centrally located. For example, a t'railer home could 
be used as a center, aAd 1^ used on certain cmipuies. Some schools use small 
frame houses owned by the coftege* If your college is in! the process of 

' ' ' . - . ■ * * = .. - ' Oi ■ . * 

% » ■ . .' ._ ■ ■ " » 

renovating a building, you may b a lucky enough to requlaltion a suite of rooms. 

If you are not in the position to acquire a new or freshly renovated 
structure, your best bet is to find an existing room or suite of rooms- that 
you can adapt* You can. get by with one room,- but it is much better if you 
can obtain a suite, so that you can use one or two rooms for tutoring and 
another for a receptionist and waiting rooffl. It is essential that you obtain 
a room that is neither cramped nor windowless, Tbo often writing centers 
are relegatefl to dirigy , - wlndowless, basement Closets adjacent to the boiler 
room="^hardly a prtpltious environment for learning. If the administration 
offers you the basement variety as your only alternative, it is probably best 
to be insistent about this point. Even a classroom transformed into a canter 
wbuld be better than a room which has the potential of stifling learning. In 
fact, your most likely target will probably be a classroom, or two adjoinitig 
classrooms. Convince your dean that one or two classrooms are .not much to give 
up for such |a good cause, • ' w - 

Perhapsr/the l^st desirable alternative for a Center is a shared rbom— -say, 
a corner of the library, = Shelton State Community College in Tusjcaloosa, Ala^ 



bama has created a center in a corner of their library, ai^d ,^ls lab Is quite 
successful, Perh&ps in another year, -Dr.. JoycevJolly wllii^fc^^ble \to convince 



Shelton administrators that her center Is so effective thaf^^^ay, ought to give 
her better quarters. But no mattgr what kln^^of quarters ,yo^^W|t^in, it is 




;vv : ■ 
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necessary, I believe.j to try to make the atmosphere less pedantic and sterile, 
and more friendly and favorable to learning. Posters on the walls, for ex^» 
pie, help .make students feel that they are coming to a friendly place for 

. . ■'^:V,:. ' - / ' ' . ' \ ■ . . ■ ^ ^ 

some help and not to a "clinic^' for "doctoring." 

. ' " . / 

STAFFING 



Staffing the center, is perhaps the most difficult problem you in the 
junior and community colleges encounter. You have neither graduate a tudent^ \ 
nor juniors arid senibre. But you can ovarcome this obstacle. First, you can 
use faculty tutprs. This procedure may or may not*be a problem, depending , 
Upon y<^^^ ^^ll^fSii^^' Some schools artange to have faculty members spend one 
or more hours per/week^ in^ the center. Others provide release tlmei nine hours 
per week in the lab, for example, might considiired kqual to teaching one 
course* There are all kinds of compensatory arrangements that you can make j* 
but, of course, this usually entails both a departmental vote and an administra- 
tive decision* , ' % 

Second, you can employ peer tutors *v -Many colleges and universities use 
peer tutors ^ and there are several different programs you can use* Tutors can 
receive work-study payment |' they can receive a certain amount of credit hours 
fbi; tutoring I or they can work as part of an internship, perhaps in English 
education. You may even be able to convince sots students to work as volunteers 
The advantages to having peer tutors are that they are economical, they often 
relate well to other students, and you have ma^mum control over your staff. 

Third, you can solicit volunteer English teachers from local high schools. 
This is not as difficult as it may seam. Experience in , individualized ihstruc- 
tioh is a^ marketable skill I tnany teachers are happy to gain this experience. 
Also, many are interested in the personal enrictaer. invdlyed in working with ^ 
college programs. And these teachers also may be interested In working with 

' . ^ ' ^ " ^ i ■ 



^you for the. opportunity of acqu^ and methodology for their own , 

classroom ubbu Whan I was directing a wrlting^^enter in. a northeastern * 
/unlveraltys our beet tuter wai a volunteer ^om^'a local sfecondary school. 

Fourthjf if your college is situated near a, university or four*-year eollege^ 
you may be able to arrange to have Englleh majors or graduate atudents from 
that institution work in your center on internships, partially fulfillin| 
degree requirements froim that ^ iostitutlon* More and more colleges are re- 
quiring practical, on-therjob internshi^a,^ If a nearby institution already 
conduots an internship program, it may be e^sy fbr'^you to *dbnv€nce those in , 
ch&rge to arrange a program with youy school | if it has no prograTn, your idea 
might be just the "fresh n«w ldeaV:.vlts administrators are looking for, ^ 

Finally, your center can operate with, any combination of these foufc ^types . 
of tutors*' But^whatever kind of staffing you eventually obtain, I suggeg- 
you request the maximum number of tutors. The more you ask for' this mdire you r 
are likely to receive. And for some reason | it seems as if you' can al^^^s 
use another tutor. " ^ f . . - ^ 

ANCILLARY- STAFFING ^ V ^ ^ ^ . / 

if you want your center to pp6rate at maximum efficiency , you will also 
need a receptionist or two. The receptiDnist answers the ^lone and makes 
and cancels Appointments, thus f-reeing tutors to spend their time tutoring. 
The type^of receptionist you obtain depends upon the type^and level of your 
funding. If the dean has allocated you a budget, you might want to hire 
part-time help at minimum wage. Since no real skill Is invol^j^Ss youj can 
even hire local high school atudents. Second^ you can hire a receptlonirf^t ^ 

through work- study if funds are available. In fact, if you use work-'Study 

■ - ■ • '' . ' • " . * ■ ' 

peer tutors, the receptionist job is 'a good way to break In new tutors , gradual- 

' " -. . k ■ . ^ " • . - ' ■■ ■■ ■ 

ly allowing them to wor^ less as receptionists and more as tutors. Thirdj you 



can use volunt^era. ' It is pbssible to find student^ who vj^ll dpnat 
their time^ aapacially with the promise of vbeing allpwed to^^^ptor in the ^ 
■future.' ■^"'■.'.■^^ ■ = '-.y^''-^ '"^^'N '^^'''^.^--^ ■ • -■••^■7' ' ---r--"* 

Of course, it is posiible to hava your department'i^^eT&tary han 

ail appQintments j but this may only add to your problsmi if y^u oyatburten . 0- , 

^ ; ■ ' ' ... ,\ ^ . ; ' * ^ ^i;-''^^' 

her to the* point that she cannot complete the wbrk of your colledgues it 

' " / ' \ ■ \ ^ ■ ^ ' _ ■ ' ■ . ^ ^; 

,is least deairable to have the tutors ,thm^^e^S^o the wotk of a reception-^ 
ist J because it drains valuable iutpring time. Someone w^ll have to handle 
appointments s and if you can find someone toCwotk specifically at this task, > 
your center will operate more spoothly "than if you do nqj^ ^ ' . \ 

; ADMINIBTERINQ : . I V s ^ - -''^ ' - ; ' 

You will need a center director. The ldea\ siituation i^ to have a full- . 
jtjime director—you or someone hired specifically fpij^Aha 3 ob"X^ha^'^^ yesponsiblfe 

fdr alfl administrative taskkf^-^devisirig schedules ^ t^airiing tutor Sf and so oti" 

. -V • ^ ■ ' \ ■■■■■ ■ ^ . / ^ , . ^ ' ' ■ " . ■. .V ^ . 

and who also spends some time tutoring. However, it is more likely that the, ^ 

director will be part*-time and will^'be you^ or one o^ your colleagues. Ill , ■ 

return fot the position you should receive two or at least one release time ^ 

par semester; there, is quite a' bit of work involved and it is only' reasonable 

t o exp e c t comp ens a t ion . I f y out s choo 1 op er a t e s on f our t e ms" t a the r than 

semesters, you might dgree to one release time every two tems, or to spme 

cojiparable arrangement. A third^^^teibility is ai co-directorship with split 

release time. You and a colleague would ^e J^int directors atid you would divide 

v: ■ :^ : ■ : ^ ' . 

> , ■ ^^ ^ / - / j'-^ ^ ■ .v . v^- - -'^^ ^^.^ 

the release time between you; for -example , your 'friend might 'have, a release Cime' 

during the second qukrter, ^nd you might have yours during the fourth. Whatever 

ar*rangement you/ choose, 'it is necessary to h ay e someone wh o v i s in char g e ■ 

TUTOR TRAINING I \ \\ - □ 

Tutor training is perhapk thi dlrectpt ■ s most taportantf task* this *s ^ ^ 
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where you shape* the type of center your school will, have. Even If your tutors 
are faculty Tiembers, it Is necesaery to provide some guidance; consensus is 
importaiit if your center, is to be a unified and effective institution, rather 
than a f ragmen ted ^ and impotent one* Of course, you will not need to train 
faculty tutors in how to teach composition, but you will need to arrive at a 
coranon sat of objectives fior. the center and clearly perceived optrating pro- 
cedures i will .your center be an old fashion granmar lab, or a modern center ^ 
"which OTphasizes the "writing process"? Even with faculty tutors, it is 
probably best to have a weekly meeting.^.^o- discuss atiy problems that have arisen 
during the week. 

In contrast, training peer tutors ±4 an entirely different problem. You 
are especially limited because you have no juniors and seniors. Your best 
method is to select pros^ptive tutors in their first quarter of freshman year 
and to ask them to attend a credit course on composition and tutoring m^ethods, 
ideally taught by yourself. You can supplement this initial Instruction with 
=a weekly staff meeting designed to guide tutors while they are working as staff 
members. Some directors believe that it is best to select tutors who are 
ethnically and sexually representative of your student population, becuase they 
will be able to relate better to the steudents. It is also important to remem- 
ber that English majors do not necessarily make the best tutors; n student with 
patiencei a receptive and tolerant attitude, and a facility in explaining complex 
ideas will often be a better tutor than someone who a imply has a good knowledge 
of the material. 

If you cannot offer an initial course to prospective tutorBj you might want 
to require that they pass the ^rashman English requiroment with a Gcrtaln grade; 
and you might wish to conduct an intensive one or two day tralulug workshop 
bcforu the BcmeHter begins. It might be a good iden to unlLat the help of 
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your coileagues in* this workshop* ' Not onl^ is it a good method of using their 
aKpertlse to help the causae but it is also a way to bfip acquire their suppori^ 
In that you make 'them mor^ involved with the center. 

You yourself^ will have to determine the content of your training sessions— 
tutor training is a complex area^^but there are a few topics I should ^pntion * 
wdrn tutors against publicly disagreeing with a grade a student has received 
on a gaper; caution them against proofreading someone's paper; ask them^ to 
avoid the temptation of making corrections and telling students what ^s what, 
rather than leading the student to the answer socratically or .InduQtiy^y; and 
encourage tutors to work only on one -or two major problems at a time, rather 
than overloading the student with too much criticism. 
OPEMTIONAL SYSTEM ; 

Once you obtain tutors, a center ^ and materials , you need to decide what 
ki^d of system to operate, . Most centers use a dual systems referral and'walk- 
in* The walk-in system is one in \4iich the center remains open during certain 
hours of the week for students who voluntarily solicit help. You can operate 
your walk"in program with an appointment system^ In which students register 
to come in at a certain time; 'or you can post hours and work with students on 
a first come first serve basis. I believe that the appointment system is ' 
efficient becauDD you can avoid "grid lock" during rush hours. And 1 believe 
that it is important to allocate somo tljne for students who seek help on their 
own. Operating without any walk^in hours fosters the perception that the cen- 
ter exists solely for remediation, ^ 

The referral system is one in which a teacher may send a student to the 
center for assistance on a mandatory basis. The student must attend the center 
each week for a specified tima periods usually one-half liour. Either the re- 
ferrlng teacher or the tutors themselves (or both) can doterminQ the duration 
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of the student*s attendance during the s^ester. Some students can alleviate 

1 their writing. problems In one or two visits; some n^d an encire semester 
'or more. The referral system^ can be CQllege=wlde, in which any instructor 
from any\J^^rtoent can refer a student Xto the center; or^ it can be depart- 
ment-'Wides in which only English pre-fessors can reffer students. You can. 
probably make ^thia decision incmbent" up^n how many tutorB and hotfl/^much sup^ 
port you have* It is prjobably best tg use an appointmeift system for referral 

s ■ 

students for the s^e .reason you would wan^t to use it for walk-ins, 

V ^ ^ 

A thitd systCTi you might consider i$ a predit course offend through^ the 

center. Some schools offer one^ twOs or three credit cc^rses as a supplement * 
to the standard English requirement,^ .Usually , the center course substitutes 
for a nonexistent remedial English course. An entry placement test determines 
whether an incoming student needs the supplementary course. Although it is 
common to see these credit course arrangements , and although the courses seOT 
to pleasrf administrators because they think they are getting their money's 
worth from yods I believe this arrangement attempts to make the eenter some- 
thing it la not* The center is meant to be a place where students can obtain 
intensive Individualized instruction. Your college should offer a remedial ^ 
course in conjunction with the center, not through it; however, *if it is the 
only way you can convince you dean to establish a center, then you might want 
to ^o^ along with it^^at first, 

FORMS r \ " 

Devising adequate forms is one of the initial tasks the directbr must 
perform. We. are now turning to the f^eld of business administration tp discover 
ways to eliminate unnecessary or redundant forms and' to^im^l^e others more suc^ 
clnct. It is important to maintain odoquate records whllq reducing the paper 
flow. Reducing the flow saves monoy and time; keeping records helps yoq to 
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justify your existence at the semesteif's end. You will ^need betwafih two 
and aik mimeographed focms. .1 ' 

You will need an information form/ on \diich students can record their 
nanaes address, telephone nwnber^ and the English class in ^ich they are 
currently enrolled. Som^ forms ask students to rate themselves in areas 
such as grmmar, spellings * puncjiuations and related areas. However, i one 
lesion we can learn from business adcilnistration is that ^^hould not re(^est 
information weiWill never use. Too many forms are clogged with irrelevant 
questions. Basically, all you need to know how to contact each "^student 
should a scheduling problam afise. ^ * 

You will also need a* worksheet, on which '/tutors can record a brlaf sum- 
mary of each gStudent conf^ence. ^Tha wof^kshaat can be divided into five or 
six sections so that every time a particular student attends the center^ the 
tutor can/fill out a new section on the student 's . sheet s theteby monitoring 
the student's progress. The worksheet should also contain space for recording 
the amount of time the[^student spends with the tutor during each meetings and 
a apace for the tutor's name or initidla. You can staple the worksheet to 
the information sheet, and this constitutes* the core of the. '-student 's file." 

If you institute a referral system, you will need a referral form, so 
that instructors can notify you that they wish ^certain students to attend the 
center. This form should contain room for the Insturttor's signature, thie 
student's name, the class the student. is having trouble with,*the date, and 
a brief description of the problems the student is eKperiencing- You may also 
want to include a queation asking the Instructor how long he or she wishes 
you to ^ork with the student. The referral ^orm is what binds the student to 
weekly attendance and lets you know that you should send an absence notice to. 
the student's instructor should that student miss an appointment. 
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. .The absence notice ^ usually op a half sheet of paper, merely informs 
the Instructor that a referral student has missed an appointment , Ygu may 
Include a /sentence asking the teacher to ^couragie the student to return to 
the center as soon as possible. Some centers Include the threat of expul- 
sion from the center should the student miss two consecutivS appointments* 
.Usually 5 this is done in order to^iace some pre^ssure on the student to 
-return to the center | rarely is anyone really eKpelled,. 

\ .A fifth fbrm^ the ^ekly Q^^r monthly reports is ^optional* Some'' centers 
send p|riodic reports to instructors Mho have referred students. The report 
provides a summary of what ar%as the«s'tudent^ has worked on, Mnd indicates 

a " , ' ' ' 

how many tlmes^%he^ student hasWJeited the center and the total amount pf 

- 1- " ^ * . ^ * 

time the pupil has spent thete. \Some forms employ a checklist format ^ in 
which you s^imply check the pertinent areas (Bubject verb agreement^ br frag- 
ments, say)* Others leave room for' a prose description* We use the latter 
because^e feel it offers the insttuetor a^or&"-^ccurate and detailed report. 
However, i^ you are short of staffs t^ checklist may be a more reasonable 



alternative. j * ' ^ . . 

Another optional form is the^ center ^release: a notice inform^ing the* 
instructor that his or her referred studenr ha^ conquered, the sp§^fi^4 pi^o- 



blem areas and no lon^pr needs center services- Y^^can i^e a half 'Ihiaet 

for this form^ or you can eliminate the form ^by using ai^ report form In its pla 

Some centers use n^ore forms than this, but it ie to your benefit to keep 
the ijuraber low* Jt is essentials however, that you h^ve at leaat an informa^ 



ti^^^form and a worksheet so that yo,u can collect accurate data, 
DATA COLLECTION ; ^ ' , - n - 

Data .collection is important .because it is the principal meanj^. by whidh 
you will be able to justify your center's eKistence to admlnlstratora > 1 d© 
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not want to ' stereotypy adm4f|tistWtors by saying they are only interested in 

= figures; but if you want to .prove to them that your center is successful, 

submit to them a fepofc at 'the'' end of each term specifying exactly how many 

students attended^ tl^e total number of operating hourp, and so on. This is 

' the type of concrete dnfqrmation they need in order to judge the center's 

success and can use in' reqjaepting moatey from their superiors* You can also 

'use this information to justify 'expan^idn—more tutors , better/'^f acilities . 

There are five types of data you Will need* First is' the number of stu= 

dents who have, attended during the term. You determine this number, by count- 

ing the number of J.ndividual ^ student files* Even if a student, com^s to the 

" ' ' ^ " \.. . 

center for one short visits as^ the pupil to complete an information sheet, ^ 

The more student, files you accumulate /'.the more successful the center appeals 

^ on paper. ^ . ' ^ . ^ 

An even more important bit of information is the number of student con=- 

ferences- You determine this figure by^dbunting all the filled--in spaces oh ' 

all the worksheets. 'This figure is usually more impressive 'than the number^of 

' . . " t ■ ' . ' 

' students' attending because it can be three or four times high. It would not 

< be unusual, to^ haves say * MO Indlvidulal istudents attending during the ternis 

ii and 6€)Q s4parate conferences. 

The *neKtf figure you need is th6' total .time spent in-conf erence during the 

^term, ' Thi^ 1^ vhy it is importa^ to record the time span of each student 

conference on th<|^ worksheet, fou calculate this number by adding all t hp j time 

^= ■* * . V ' ' 

spans recorded^ on .all the worksheets . This job will be easy if in the beginning 
of the semester you ask the tutors to round off each conference time they record 
* ' to the nearest 15 minute'mark, and if yoi| periodically remind- them to remembear 
to record ^the time span of each confarencb. If you conduct conferences c*f . / 

~ - . ■ *^ ■ ' ^ ■ - ' _ ' . 4 ' 

roughly 30 minutes in duration and you^see 200 studoflts during .the^term f o*; a, 

o . ' 18 ' • 
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total of 600 conferences, youE ^total time figtir'fe will be something, like 300 

^' ^ ' ~ , „ ' * 

k . ^ - » 

solid hours spent in-conf eretice, - ' ■ . ^ ^ 

A ^ third datum you needv.to deterpinf, is ^the average time per Gonference, 
To arrive at this figure you simply divide the ^lumber of hours in-conf erenc%' 

by the numbe^ of donferences* In dur hypothetical cases it is 300 hours divid 

. ' ■ ■ . ' " a' ' % - ■ - - ' 

by 600 conferences s which .equals 30 minutest This number will vary^ from 

between 15 minutes and an hour, ' ^ ^ , - v ' 

A final^ bit of information, you should collect is the number of hours 

tutors have spent -in the center. Simply pultiphy the total hours the tutors 

work each week by the number of t^eeks^ in your term. ^ So^ if you have, three* 

turors who work ten hoursxeach in ^tfia center, simply multiphy 30 (3 X 10) 

- f " ^ 

times the numb^er of weeks, A teh week tepa w&uld give you a to£dl of 300 



tutor hours • ^ * - ^ . 

In our^ hypothetical mo^fel, you will be ab^le to 'say to^yo^ur chairperson 
and dean: s'Last tetm 200 individual siudenta attended the writing center 
for a total . of 600, separate cortferencess at an ^verage of ^30 minutes per con= 
ferencp. Students spent 300 hours in^conf erences and tutors also*spent 300***, 
aplid hours Ih'the center.'^ Figures such as th^ese are quite impressive to 
administrators, and^not oiily will you be .able to use them to convince decisioii 
. fakers that your center must continue to exist, but you can base requests 
for new materials and additional staff on thein, ^ 
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In order to collect your data you need a filing system. It is important 
'that you maintain a file for each studenti not only for data collection, but 
also so that you can discuss students' progress with their ins.tructfors . Some 
centers maintain a file folder for each student. This procedure la handy 
jTf you plan to keep copies of student papers in the pupil's file. We believe, 
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however, that Jthla system is wastefulp and >we use Instead one file foldpr 
for : each ietter of th/ alphabet^ The students^ are lifted .alphabeticaily 
within. each folder, S^ce there are o^lx two or three fontfs in a student'! * 
file anti they are atapled^^bgethpr, it Ij^ easy to keep these files neat * 
while saving the cost of all the extra folders. 
SCHEDUI^ING i ' . 

^ \ Scheduling student conferences is another task* that^ must be done ^ hope- 
fully by your new receptionist. An appointment systtm is probably the most 
ef f i<^ient wair to 'handle conferences because it imposes discipline 'on your 
Bchedaling; wjitHout an appointment system," ptudents are liable to crowd into * 
the' ^tenter during certain times, leaving other bl^es in which no one shows 
up. If you choose this 'system you will need an appoin^tment sheet, on which. 

: ' ' ' ■ ■ " "X ■ 

you can^refeord student names and the times of .their appointments. Many 

\ 

centers use k single page with five columns for^the days of thfe^^week, and,. 

horl^dntal rows .representing 15 or 30 minute time periods. The receptionist 

aan t^en record a student's name in any open slot. You can use 15 mlnuibm. ' 
^appointments If y^ou are cramped, but we believe that students should receive 
^at leaMt 30 minutes of individual instruction ir possible. Sometimes, however 

you will be unable to see' students for thl,s long because of a' lack of tutors 

or an influx of students* Iri this case, it is best to use your center re- 

> - ' ..i 

sofeirces:' ask a student to complete an appropriate exercise from a text book 

f \ ■ ' - 

wh'ile you are .forking with another pupfl individually. You can then mov^e 

back and forth between students, ; 

It is^helpful to have a graph of tutor hours iomewhere near your appoint- 
ment schedule. This is. simply a visual aid illustrating which tutors work 
at what times during what days. This graph ttiakes it easy for a receptionist > 
tutor, or someone else to m^ke an appbintment for a student. It is probably 
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best to have students work with the same tutor each visit | .this adds a certain 
sense of continuity to the instruction students receive. 

Finally J you' might want to consider supplying small reminder slips for 
* the students. We use a slip of paper the size of a business card, which saysj 

"Your next appointment is o n w ith Mr ■ /Ms . [ _ * 

Please call if you need to cancel this appointment.-' To construct this slip 
we typed it several times on^a ditto master, ran it off, and cut it up» We 
have discovered that if students have, their appointments written" down, they 
are more likely to remmber th^. 
HOURS OF OPERATION I 

The director must determine what hours the center will remain open. Center 
hours are contingent partly on the hours your tutors have mvailable. The center 
will be effective to a maximmn if it offers broad access to etudents. In 
other words, it should be open for some time each dayi Ideally, the center 
should be open during regular school office hours (9 to *4 perhaps) , and for a 
few hours during two week nights* You may even be able to open for a few hours 
on Saturdays, It is also ideal to have double tutor coverage throughout the 
day, though this may be Impossible with limited tutors and funds. Having two 
tutors working during all open hours allows you to keep one tutor free at all 
times for students who drop in without appointments. In this arrangement, the 
tutors alternate between who has unscheduled time, so that one tutor does not 
spend the entire day tutoring while the other does nothing* 

You will probably detemlne your semester operating hours when you devise 
the tutors' schedules. Some directors believe that you should nev^ier schedule 
the same tutor for more than two hours at a time, because the act of tutoring 
is extremely exhaus ting, and more hours decrease the tutor's effectiveness. 
Others believe it is best to schedule the tutors in, large blocks, say, five 
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houi^s on^ Monday and five on Tuesday. I usually leave this choice up to the 
tutors, and each feels differently about the matter, 

' ■ • \ ' 

^VERTISING i ' ' 

Another ^rea the director is responsible for is advertising* Advertise^ 

ment allows you to inform the student population of yout services and is good 

publicity In general because it keeps you visible to faculty and administration 

The extent of your publicity campaign will depend on the size of your school 

and on available facilities. The basic advertisementi medium is the poster* 

You can print a flashy ad on a sheet of white legal-size paper and then photo 

copy it on colored paper. Some kind of illust^'ation/ on the ad will catch 

students' eyes more than all print wills__You car^ a^so type a brochure on 

legal=si2e paper and fold it in three* You can tl^n distribute the brochure 

around campus. 

Another mediimi you can employ is the faculty mCTo* In this notice you can 
inform instructors about the ref erraf system^ and you can ask them to announce 
the walk-In hours in their classes, A new memo every term "is helpful. 

Aj^Oi you can ask your tutors to visit various classes and' make personal 

announcements. If your school does ^ot have a student newspaper 6r radio 

stations your local media usually will run free public service announcBments 

/* 

for you, if not larger PR articles. It is best to' make these ads up=beat: 
**Hey! Want to improve your writing skills? Learn to write dynamic sentences? 
Be confident of your mechanics? Drop in to the writing center and bru§h up . . 
You will find ^hat public service announcemehta such as this are quite useful*;^ 

No matter what medium ypu chooses you should Include the standard dis^ 
claiiftprs "The writing center will not proofread your papers or help you write 
thems but it will help you learn editing and proofreading techniques, ' Even ' 
with.^thia disclaimer many instructors will be cynical about just what you are 
doing in the center j and It is Important to inform everyone about your policy*' 
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Finallyp it is to your benefit to over- advert Isa—at fi^st. The more ' 

students you can encourage to attend the center * and the more you can encourage 

to return^ then the more impresBiv^ your samestar reports, and therefore thfe 

mora indispensable your center will saem to the dean* Art^, what ^better argu-^" 

ment can you devise for additional tutors than figures which illustr«ate that 

you are not equipped to handle the influx of students", . . ' 

I 

EXTONDED SERVICES I i j; ' - 

Once you are in operation you can extend your services, as manj^ centers v 

have done, by offering various workshops in coroQunications skills, ; Your 

tutors j or volunteers from your department ^ can conduct weekly or bi-weekly 

1 

iSaminars or woi'kshops in areas such as usage, punctuation, sentence combining, 

f 

prpof reading , and related areas. Each workshop can be j about one 'to two hour^S 
in length and can be directed it students taking' frashrtian/^English or to anyone 
interested. Extending your services in ^his manner not only offers st^udents 
the opportunity to enrich themselves, but it helps make the wrLting center an' 
indispensable pari of your college. 
LEARN ING CENTER - 

Finally, if you do'not receive enough support for establishing a writing 
center, you may want to consiqer creating a "learning canter," You can esta^ 
blish this according to the plans 'I have just detailed for a writing center, 
but the learning center services such disciplines as math and science. The 
benefit in creating a learning center is that^you can pool the Gombine|l support 
and facilities of ^several departments toward accomplishing your goal* The 
learning center would help students acquire study skills applicable to all 
academic di^iplines rather than Just composition. 

If you need additional OBsistance in establishing you center, feci free 
to contact mei Gary A, Olson, English Department, University of Alabama, 
university, AL 35486. cuHiuNaiiousK ko« 
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